APPLICATION FOR RECORDS RETENTION SCHEDULE

(538 AUS 15 M 22 25

Date Submitted: February 19, 1988 Date Receiwved: February 24, 1098

Agency Control #:  83-47-1 Archives Control #: 830224-¢?

CREATING OFFICE: Inmate Records Office _ APPROVED SCHEDULE NO: l'7 L"I'2"A
Geargia Department of Corrections
2 M.LX., Jr. Drive, S.E approvaL DaTE:__ FEB 9 1989

Atlanta GA 2023

Person to Contact: B8ill Pardue, Stste Praject Manager {404} 656-9200

Action Requested: Amend &nd suparseds Schedule #74-112, approved Aprdl 15, 1974 (tab 1)
SERIES TITLE: INMATE PERSONNEL FILES, 1920 to date and continuing to zccumulate

Function of
Creating Office: Initiate, administer, maintain, and cont s‘ the official inmate parsconel filzg en ali

[RCh-1

incening priscners, the current prison population and the ron-custcdy priconers (incl tuding parcises and escapees).
Claszify, assign and transfer inmates within the State Correcticral System and to other State and Fedzral agencies.

L=
Bsintging a locator and cross-index system on all priscners currently Incargeratad and on 217 individuals with prier
inczroeration in the Georgia Corrzetioral Systew. Maintains and compiles statistical data for various departsental
State. and Federal reports. Provides deparimental mail and teletype service to State instituticns and ouiside
agancies.

1

Record Series Description:

iccuments relating to: Record Copy of chronological documentation of an inmate's incarceration.
Included are: For each inmats: certified copy af the indictment, accusation, or both; & certified cony of the

sentence iagosed by the court, and records of actions during incarcaration and upon release from prison.

uded in closed Inmate Personnel Files dated after July 1, 1832, are: Inmate Medica) fazords File. Ses Scheduls
§2A, approved May 19, 1982 {tab 3). .

File is arranged: Active prison files by termiral digit of assigned inmate nuaber

Closed (inactive) files by date of discharge and thereunder alphabetically by inmst

2 iz indaxed Sy{attach copy of indax page or printout):

File is dupligatad: I't cart in Institutional Inmate Case History File, Schedule ¥7¢-424, zpproved May &, 1987, (rab &
and Ciazed Felony Misdesnzanor Casa Files, Scheduls #75-T2A, approved May 25, 1862 {tsb 5).

| e SLA0L 400 12
Monthly reference rataiper month): Activa Files [nactisw Filas Classd Files £

Anrnual rate of accumulaticn of seriss{in cubic ?eet):_____b:_m;_aoﬂ.‘_{]/ﬂﬁlo_-ﬂ

Currant accumulation in office: 1800 cubis fest totel - Active Prison Filas 757 subic fast

| /Bé
sctive rarcle Files 7/ cubiz feet  Inective Files J§ R cubic feet Lioced Files cubic feet




- Agency Control 838-47-1 Archives Cortral #830226-02

SERIES TITLE: INMATE PERSONNEL FILES, 1928 to date and continuing to accumulate
Access ‘7’4_”2.‘A
Clasification: Confidential State Secrets, 0.C.G.A. £2-5-36(c) (tab 2) FEB 9 1989

Retention Requirements: Administrative need requires kee:p’ng this record for 15 years after the maxinun
reiease date. These recerds are required faor frequent reference’ in support of lsw enforcement agencies, various clainms
by former prisoners, judicial inquiries, and subsequent incarceration.

Legal requirements:
Recommended Disposition Instructions:

1) Inmate Perscnnel Files dated prior to 1942 - Transfer to State Archives for continuing retenticn

2) Inmate Perscnnel Files dated 1943 to 1969
-Upon release of inmate, withdraw from the active file and place in the inactive file
-Upon maximum release date, withdraw from inactive file; cut-off quarterly
-Transfer to State Records Center, hold 15 years; then destroy EXCEPT
-Far y=ars ending in 3 and 8, transfer JANUARY files to State Archives for continuing retention.

3} Inmate Perscnne! Files dated 1970 and subsequent
-Qpcn relezase of inmate, withdraw from the active file; place in the inactive file
-Upon maxinun release date, withdraw from inactive file and microfilm
-Load original camera negative intc microfila jackets '
=Yerify film copy against paper file
-Duplicate (Diazo copy) microfilm jackets ,
-Retain duplicate copy in office for 15 vears
-Transfer jacksted microfilm negative to Archives for security storage, hold 15 years, then destroy EXCEPT
-For years ending in 3 and 8, retain JANUARY files for historical purposes

NOTE. Paper records microfilmed in accordance with the State Records Committee approved Micrographiz Standards may be
may be destroyed, unless specifically prohibited by a Committee approved records retenticn schedule.

Date Agepcy Records Mangement Q}‘Afer . {Signature) 1 Dare

3%, m«v/ﬁ(/é{uc/‘o\ | 5//”
agess Fidgi S
APPROVED 8Y STATE RECORDS COMMITTEE (Signature) \ Date

State Auditor/Designee: ;ﬁi/ﬁj25512é5223*\, 2 -8 -5
Secretary of State/Designee: 4‘0/“/“( Mm— e 2/?/5”
b I W B A Zfﬂ 2/4/p9

ignature) |
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5TAT OFFICX OF SECAETART OF STAT

L:. t A p p] jcatio n7 for DEPARTNRET DP'A:CIIVIS s :B‘l‘:l‘l 7 PAGE
GEORG A RECORDS DISPOSITION STANDARD RECORDS MANAGEMENT DIVIBIOR 1

— r——

Applicatico Date R — . -
1. IIM!_-S 5a¢ separate instrusticns for completion :fJ FOR RECORDS MANAGEMENT DIVISION USE

front and raverss of this form. 5ign original and two copies Date Recelved Application Wo. ate Tompletel

2 Agercy Applicati-n W: .
.

and foruard to Nepartmsnt of Archivas and Niatory, Attenticm PR - 4 1974 ‘7\.' _ l{ 2' 7 APR 1 5197

Records Managesent Gfficer.

3 _Acr,rr, Divimi-a, Suybdivision b Adminietering “ffice Addrens - Perscn to Coatact

{ . . .
State Board ?f Corre?tlons Margaret Feagin
Offender Administration
Room 801-B, Trinity-Washington Building e T

*  Atlanta, Georgia 30334 Records Supervisor | 656-3792
7.ACTION REQUESTED '

AMENDS STANDARD # 225
ESTABLISH DISPOSITION STANDARD; BISPOSE OF PRESENT ACCUMULATION;

RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED

8 Farliest & Latest 9. Exact Series Title
Dates of Series

i 1920-Date Inmate Personnel Records

10. . .
: What is the function of the office in which this record series is created?

The administration and direction of the Discharge Detainer Programs for felon and

misdemeanor inmates including the computation of time, production of immates as a result

of court orders and judicial actions, and the timely notification of all interested probation
officials, courts and law enforcement agencies upon discharge or release of inmates.

Initiate, administer, maintain, and control the official inmate personnel files on all
incoming prisoners, the current prison population and non-custody prisoners {including
Parolees and Escapees). Classify, assign and transfer inmates within the State
Correctional System and to other State and Federal agencies. Maintains a locator and

; cross index system on all currently incarcerated prisoners and all personnel with prior
incarceration in the Georgia Correctional System. Maintains and compiles statistical
data for various departmental, State and Federal reports. Provides departmental mail
and teletype service to State institutions and outside agencies.

11. This file contains the following documents’ (1nc1ude form numbers and titles, if any, k
and file arrangement). . 3
Each inmate record contains a chronological history of the individual inmate from indictment
by the courts, record of actions during incarceration and release from prison. These
records are required for frequent reference in support of law enforcement agencies, various
claims, judieial quiries and subsequent incarceration.

Records are retalned in the Records Room, State Board of Corrections until final
disposition is determined (sentence is satisfied).
ATTACH SAMPLES OF THE FILE
2 - EZQUTPFMEIRT NCCUPTED Bo. of Drawers Cu. Pr. of Records r No. of Drawers Cu. Pt. of Records
Letter-site File Drowers 28" ¥ 18" ' ANRUAL RATE OF ACCUWULATION
Open Shelues 6 chel 243 75 - 100
cgal-aite T ' 100r ace Occupie aus Tn Officeln) 1n Storage ireais) -
Lettéfél‘shgifDEQUIpment r Space Occupied [Square Peet) o ; il
(Remington Rand—LektriV?,r) 12'X 18" T:::?. 1!.-.1. Pr;rrd&n. “i Priar
28 shelves 50 - e -
Above includes letter § . ' AVERAGE DAILY REFEmEmCES ™ %

Form AR-50.71




o

QUESTIONNAI RE FPlace aft “x” tn the proper columan. If snawer 1o "YES,” please expinin Y'ES' Nb
13, Is this the Record Copy of the series? x] T 1
1Lk, Is there a duplication of this series in another office or égency? i1 [xx
15. Is the information contained in this series ever summarlzed or published? Ix]1 [1

Attach copy of summary or publication.
16. Does the series contain classified informatiom requlrlng security handling? [x] [ 1
Ga. Code Ann. 77-307; Rules of the State Board of Corrections: 125-1-1-.05
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 &1
18. Could the function be performed if the files were lost or destroyed? 1 [x}
19, Is the series {(or major portion of it) regularly microfilmed? If yes, why? [1 [x]
20. Does the record series provide data as input to an EDP file? [x] [1
21. Does the record series contain documentation produced ss EDP printout? [ 7 kx}
22. Has the Federal Government issued instructions governing the retention/dispo- 11 Ix1

sition of these files?

23. Will there be a need for these records 10, 15 years from now? If yes, what? x] [ 1
: See No., 1D
24. REQUIREMENTS. The following requires the files to be kept 25 years :

a.[]JSTATE b.[]STATUTE OF c.[]AUDIT d.[JFEDERAL e.[EADMINTSTRATIVE f.[ ]JHISTORICAL
LAW LIMITATION PERIOD - LAW - DECISICON VALUE
{Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[NOTHER _ quarterly ,then:

] Hold in the current files area -~ month(s)/ year(s):

] Transfer to [ 1 State Records Center [ ] Local Holding Ares; hold year(s):
] Destroy.

] Transfer to State Archives for permanent retention.

] Destroy immediately after cut-off. :

] Other: (Specify)

Files dated prior to 1943 -- retain in Staté Archives.
Files dated 1943 to 1969 - upon release of inmate, withdraw from active file and place in in-
active fite. Upon expiration of maximum release date, withdraw from inactive file; cut off
quarterly and transfer to State Records Center. Hold 25 years and then destroy, except that fo
years ending in 3 and 8 transfer the January files to Archives for permanent re+en+|on

Files Dated subsequent to 1969 - upon release of inmate, withdraw from active file and place
in Tnactive file. Upon expiration of maximum release date, withdraw from inactive file; cut
off quarterly and transfer to State Records Center. Hoid 25 years and then destroy, except the
for all even numbered years transfer the January files to Archives for permanent refenflon

Riigrdb Mhnagemenf¢§;;icer Cstgnature)‘?o/ﬂute OTHER REQUIRED SIGNATURES DATE

ecommendations [Agency Bfad/Designed ¢ -
in paragraph 25 Approved Disapproved ‘/'3'7#
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